
Q7 Trinity Avenue, S. E. -- 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
. Q RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION A N T  

Z ! . W  cmStandardl~_-- .~ ~ .___ 

Mental Health Hespitals provide a clinical and administrative f r m o r k  within which appro- 
priate treatmnt pmgrams i n  one or moreof the follawing categories: mental 
illness, mental  retardation, alcoholism or drug abuse, can be implemented for persans 
needing-these services. 
my also carry out programs in training or  research, or both, in  me or more of the 
above mntioned CateprZes. 

The Psychology Departfignt of a Mental 'Health Hospital is respcnsible for  the 
psychological evaluation of patients t o  include an assessment of intelligence, p e r S O M l i t y  
trairbs, diagnosis and recmrmndation for treatnent and disposition of patient. 

In mjunct ian w i t h  the service programs certain institutions 
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of g t i e n t s  and recommendations for 
treatmnt or disposition of patient. 

. .  

Included, ., my ,h: ~ WISC, Record Form, WQS Record Form, Wide Fange A c h i e v e k t  Test,,  The 
, - 3  . ., M?PI anstfer shect ankl profile., t 6 H  #455, Psychological eonSultaticn form., ~ : . 
. . ' '.CSH #508 P s y C l h o l o g Y ~ D e ~ t  Proppss Note; I n t e r v k  foh ( 

. . Psychological , S-&g Re@& (mimeographed), , K i n k a n  (mime 
. Bender' Gestalt T e s t  Score sheet; and underaged screening .., fop, ._ 

. 

. - .  
~,. , . . . - i  , . ,  ! 1 other tests are used occasianally.) ._ 

The f i l e  is a m g e d  alphabetically by patient. 
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17. Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency pol ic ies  and procedures? .~ ~. r ] ' : [ A  

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  or destroyed? [ 1 [ A  

19. Is the  s e r i e s  ( o r  major portion of i t )  regularly microfilmed? If yes ,  why? [ 1 [ A  

L - -%- .. __ ..__ __ - 
QUESTIONNAIRE n . r .  ..~*,;,. i n  th .  Y E S .  NO COIY.n. i r  .n.ver I .  "yes:' p i e . . *  r z p i m ~ n  

13. Is t h i s  the  Record Copy of t h e  series? 
# 

14. Is the re  a duplication of '  t h i s  s'eries i n  another o f f i ce  or agency? 
/ '  

y '  

1 5 .  Is the inforhat ion contained i r l  t h i s  series ever sunpnarized or published? 
Attach copy of s m a r y  o r  publication. 

16 .  Does the  se r i e s  contain c l a s s i f i e d  information' requiring secur i ty  handling? 
. .  

. .  .. 

20. Does the  record s e r i e s  provide data as  input t o  an EDP f i l e ?  

21. Does the  record s e r i e s  . contain documentation produced as EDP printout  

22. Has t h e  Federal Government issued ins t ruc t ions  governing the  retention/dispo- . [ ] [ A 
.: s i t i o n  of ' these f i l e s ?  ~ , ' ' 

. . . .  . . .  

23. W i l l  t here  be a need f o r  these records 10, 1 5  years  from now? 'If yes ,  what? k l ~  . [  1 __ I - - ---.~+_-i~- , 

. -  . .  
24. REQUIREMENTS. ?he following &quires' the f i ler ,  t o  be k e p t  'qq ' y e a r s :  . 

a. []STATE b. [ ISTATWTE OF . c .  [ ] A U D I T  .d. []FEDERAL e.J(]ADMINIS'JRATIVE . .  f .  [ ]HISTORICAL 
LAW LIMITATTON P R I O D  . .  LAW .-. DECISION ~ . -  VALUE . . 

. (C i t e  Lw, Stat.ute, .or other  reason f o r  t h e  retention.requirement] 

To a id  in research and to  be in conformance with patient medical  records. 

25. AGENCY RECOMMNDATIONSy  T h i s  agency recommends tha t  the f i l e  s e r i e s  be x - d f f  a t  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEW -g]OTHER-- , then: 

[ ] Hold i n  the  current f i l e s  area ' ' ,month(s)/ year(s) :  
[ Transfer t o  [ S t a t e  Records Center [ ] Local Holding Area; hold yea r ( s ) :  

[ ] Transfer t o  S ta te  Archives f o r  permanent re tent ion.  

[XI  Other: -(Specify) 

. .  
. ' I  . .. - 

. ~ ,  . .  
.~ . - ,  . . . .  . .  [ ] Destroy. ' :  

.- 

[ 1 Destroy immediately-_after. cut:off._ ~ -~ ~ .b ~~~ ~~ ~ ~~ . . -~ ~~ ~ ~~ 

when patient. is diskssed or ges, place a l l  papers -in the 
inactive file.; then-& off the inactive f i le  at the end of each~calendar year, then 
hold in cUrrent files area 2:years; then transfer to  Local Rolding Area, hold 5 ye- 
then trans.fer. to  the State Records Center, hold 28 years; then destroy. 
destr;,lcticm i)l l ieu-of transfer t o  Records Center i s  authorized a t  the.~discretion of 
hospital superintendent. 

t l nd ica te  b r i e f l y  ra t ionale  for  reconnnendatiorts bbooe/or't&te addi t ional  remarks)  : 

Earlier 

. . ,  

, , '  



The Psychology kp? r tmnt  of a bkntdl &all-h Enspita1 is respaysible io r  the 
psychol.o~j.eJ1 e-mluikion of patients t o  jnclude w assess~ncnt of intelligence, persor d.iby 
traits, diaposic  an.' r e c m n d a t i o n  fop treabrent mnd disposition of patient. 

. / 



13. Is t h i s  thc  I-:ccord Copy pf  t h e  s e r i e s ?  

1.4. Is t h c r e  a d u p j i c a t i o n  o f  this s g r i e s  j.n anothcyr o f f i c e  o r  agency? 

15. 3s t l ie ~ n f o ~ m n t i o n  cont ; i incd i n ' t l i i : ;  s c r i e s  eve r  swcnnlarized o r  publ i shed?  
At tach  co;~y o f  su:xaiy CY pub1icat. i  on. 

16. Does t h e  ser i  Cs cont.aiii c l a s s i f i e d  information r e q u i r i n g  s e c u r i t y  handl ing?  

! 

17. Does t h e  s e r i e s  i n i t t a l e ,  amend or te rn i ina te  a p n c y  p o l i c i e s  and proccduyes? 

18. Could the furrction be p e r f o m e d  i f  t h e  ' f i les  weye l o s t  or des t royed?  

19. Is t h e  series (01- major p o r t i o n  o f  i t) r e g u l a r l y  mic~ofil.nie.d? If yes,  vhy? 

20. Does the  r eco rd  s e r i e s  provide  data as i n p u t  t o  an ED? file? 

21. aces t h e  r e c o r d  s e r i c s  con ta in  docurrentation produced as EDP p r in tou t , ?  

22. Has t h e  Federal  Government i s s u e d  i n s t r u c t i o n s  governing t h c  r e t e c t i o n / d i s p o -  

.b 

s i t i o n  of t h e s e  f i l e s ?  

23. Will. t h e r e  be a need f o r  t h e s e  r eco rds  10,  15 years from no-,;? I f  yes. & a t ?  

24. REQUIREI'ENTS. 'The fo l lowing  r e q u i r e s  the  f i l es  t o  be telit__.~_.3Jil..Ye"rs : i 
8 .  []STATE b. []STA'i'L'IE OF ' c .  [IAUDlT, d'. [ ] Z D E l ? k L  e.k]~,l)!.lrl~iS?PsiTI\rF: f. []HISTGRIChi. i 

! 

I IAh' LI~.!ITATICII? PEIiIOD i3l.l D!CCISIGiI VALlrE 
(Ci.te La,], S t a t u t e ,  OP other- reason .for. :.AO r t~ icr~l t ion  rcqzci:t.epictzt) 

./ 

i 
J 

To aid in reseJrc31 and t o  be i n  confommcz wTth s t i . e n t  nedical nxords. 
.-I-~_ I-.. ~ ~- - -~ 

25. AGENCY R€COt+ZHDP:TICNS. ?h i s  cgcncy r ecc~mends  t h a t  the f i l e  ser ies  be c u t  o f f  tit t h e  e:;d 
of each - [  1CAZF:NilAR YEN; - [ ]FISCAL YEAR. -f]OTiiER SE);..,fEI-fi:----- , then:  

: 

[ ] Hold i n  t h e  &-rent f i l e s  a r e a  - 
[ ] T r a n s f e r  t o  [ 1 S t a t e  I!ecords Center [ ] Local Hol.dinE Area; h o l d  - - - - . jea: - (  s 1 : 
1 1 Destroy.  
[ ] T r m s f e r  to Stnt,e Archlves f o r  permanent r e t e n t i o n .  
[ ] Cest roy  h m e d i a t e l y  a f te r  c u t - o f f . -  
1x1 Other :  (Spec i fy )  

month( s )  / . -, year ( s  ) : 

Whai p&ti.ent is  dhdssed  o r  dies,  place a i l  p q e r s  in the  
inact ive fi.le; t!!m cut  off tile inactive f i l e  a t  the end of each cd.e~?d;*r year, then 
hold in ciUmt files area 2 y e a x ;  .then t ransfer  t o  h l  lloldhg L e a ,  hold 5 y e a s  
then t ransfer  to  the State  Records Center, hold 28 years; then destmy. 
destnct i .cn i n  lieu of t rmsfcr ,  t o  ??ecoi*~ik Centel? is  authorized at t i i t ?  discretion of 
h o s p i t d  su-perintendent , 

Ccar l ic r  

fIndi.catc: brief ly  ra t iona le  for recot:ncndatioHs '&ode/or write addi t ional  remarks) : 


